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Bosmere Junior School Policy for Visitors

The Aims of this Policy
The purpose of this policy and its associated procedures is to contribute towards the safeguarding of all children and staff both during and outside of school hours when they are on our site. The ultimate aim is to ensure that all children and staff learn and work in an environment where they are safe and free from harm.

The Objectives of this Policy
The key objective of this policy is to have in place a clear protocol and procedure for the admittance of external visitors to the school which is understood by all staff, governors, visitors and parents/carers and conforms to child protection guidelines and prevents unsuitable people from working with or accessing children and young persons in the school setting.

We have responsibility for the safety and well-being of all of our children anywhere on the school site, during normal school hours, during after school activities and on school organised (and supervised) off-site activities. This policy applies to:
· All teaching and non-teaching staff employed by the school
· All external visitors entering the school site during the school day or for after school activities (including peripatetic tutors, sports coaches etc.)
· Governors
· Parents/carers
· Volunteers
· Children
· Local Authority staff
· Building & Maintenance Contractors

This policy should be read alongside the school's Child Protection and Safeguarding Policy, Health and Safety Policy, Fire Safety Policy, Data Protection Policy and Staff Code of Conduct.


Protocol and Procedures

Visitors Invited to the School
· Before a visitor is invited to the school, the Headteacher is informed, with a clear explanation as to the relevance, purpose, date and time of the visit. Permission must be granted by the Headteacher before a visitor is asked to come into school.
· Formal visitors representing the Local Authority, businesses, contractors, outside agencies etc. are required to present formal identification.
· All visitors enter the school building through the main door and report to Reception.
· All visitors must state the purpose of their visit and who has invited them or who they wish to see; they should be ready to produce formal identification.
· All visitors are required to sign the Visitors Record Book which is kept in Reception at all times. Their name, organisation, reason for visit and arrival time must be recorded.
· All visitors are required to wear an identification badge.
· All visitors are given/shown a copy of the Visitor Information Leaflet / Volunteers and Work Experience Leaflet detailing information about emergency evacuations procedures and protocol. This also includes safeguarding information, including the names of the Designated Safeguarding Lead (DSL) and Deputy DSLs, how to report a safeguarding concern and the school's expectations regarding professional conduct. Where possible this is emailed to them prior to the visit. 
· Visitors are escorted to their point of contact OR their point of contact will be asked to come to Reception to receive the visitor. The contact will then be responsible for them while they are on site.
· Visitors who have not been appropriately vetted or DBS checked must be supervised at all times and must not be left alone with pupils.
· On departing, visitors leave via reception and:
· Enter their departure time in the Visitors Record Book alongside their arrival entry
· Return the identification badge to reception

Safeguarding and DBS Arrangements (following KCSiE statutory guidance)
· The school will undertake appropriate checks and risk assessments to determine whether visitors require supervision during their visit. (The risk assessment will be carried out by the person organising the visit.)
· Visitors engaged in regulated activity will be expected to have appropriate DBS clearance and any other checks required by statutory guidance.
· The school reserves the right to refuse entry to any visitor unable to provide satisfactory identification, evidence of vetting where required, or who presents a safeguarding concern.

Contractors
· All contractors working on the school site must sign in and out in accordance with this policy.
· Contractors will be expected to provide evidence of identity and any relevant safeguarding documentation before commencing work where appropriate.
· Where work is taking place during school hours, reasonable steps will be taken to ensure contractors do not have unsupervised access to pupils unless all safeguarding requirements have been met.
· Contractors must comply with all school health and safety requirements, including fire evacuation and lockdown procedures.

Visiting Professionals
· Professionals such as Educational Psychologists, Speech and Language Therapists, Social Workers, Health Professionals and School Improvement Personnel are required to sign in, provide identification where requested and comply with safeguarding requirements.
· Ofsted inspectors and other authorised officials will be welcomed in accordance with statutory requirements but will still be required to follow visitor safeguarding and site security procedures.

Mobile Phones, Photography and Recording
· Visitors must not use personal devices to photograph, film or record pupils unless specific permission has been granted by the Headteacher and appropriate parental permissions are in place.
· The use of mobile phones should be restricted to areas where pupils are not present unless required as part of the visitor's professional role.
· Visitors must not publish images, videos or information relating to pupils or the school, including on social media without authorisation.

Confidentiality and Data Protection
· Visitors must respect the confidentiality of all information relating to pupils, staff and families.
· Any personal information seen or heard during a visit must not be shared outside the school unless there is a legal safeguarding requirement to do so.
· Visitors must comply with UK GDPR, Data Protection legislation and any school data protection procedures.
· Visitors must not access school records, computer systems or confidential documents unless specifically authorised.
Emergency and Lockdown Procedures
· All visitors must familiarise themselves with evacuation arrangements and follow staff instructions in the event of a fire alarm.
· Visitors must also follow staff instructions during a lockdown or other critical incident and remain with their designated host where possible.
· The visitor management system or Visitors Record Book will be used to account for visitors during an emergency evacuation.

Governors and Volunteers
· All governors and volunteers are required to comply with the school's safeguarding procedures.
· Enhanced DBS checks will be obtained where required by legislation, safeguarding guidance or the nature of the role. (Enhanced DBS checks are completed for all governors.)
· New governors are made aware of this policy and are expected to become familiar with its procedures as part of their induction. This is the responsibility of the Headteacher and the Chair of Governors or Training Liaison Governor. 
· New volunteers will be asked to comply with this policy by staff they first report to when coming into school for an activity or class-supporting role.

Unknown/Uninvited Visitors to the School
Any visitor to the school site who is not wearing an identity badge is challenged politely to enquire who they are and their business on the school site. They should then be escorted to Reception to sign the visitors’ book and be issued with an identity badge. The above procedures then apply.

In the event that the visitor refuses to comply, they are asked to leave the site immediately and the Headteacher/Deputy Headteacher (or Senior Leader if neither is available) will be informed. They will consider the situation and decide if it is necessary to inform the police.

If an unknown/uninvited visitor becomes abusive or aggressive, the Headteacher/Deputy Headteacher (or Senior Leader if neither is available) will be sent for immediately. The visitor will be asked to leave the site immediately and warned that if they fail to leave the school grounds, police assistance will be called for.

CPD
As part of their induction, new staff are made conversant with this policy for visitors and asked to ensure compliance with its procedures at all times.

Regular safeguarding updates will remind staff of their responsibilities for monitoring visitors and challenging unknown individuals on site.

Linked Policies
This policy should be read in conjunction with:
· Child Protection Policy
· Safeguarding Policy
· Healthy and Safety Policy
· Fire Safety Policy
· Accessibility Policy
· Data Protection Policy
· Emergency Response Plan
· Staff Code of Conduct
· Whistleblowing Policy

Monitoring and Evaluation
The Headteacher is responsible for monitoring the implementation and effectiveness of this policy.
Visitor records, safeguarding incidents involving visitors, and any concerns relating to site security will be reviewed periodically to ensure compliance and identify areas for improvement.

The suitability of all visitors invited into school to work with our children is assessed at the end of their visit and a decision made as to whether they may be asked to visit the school in future. 
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